Induction checklist for new employees by International Livestock Research Institute
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Induction Checklist 
For new employees 
 
 
 
Background 
 
Employee induction is a learning process where new staff becomes familiar with the organisation, finding 
out about the structure, function, their role and responsibilities, norms, policies and procedures of 
International Livestock research Institute (ILRI). 
 
Note to Supervisors. 
 
A good induction process is crucial if new staff are to perform well in their jobs and contribute to our 
overall vision of better lives through livestock. You have a responsibility to work with the new member 
of staff to ensure that their induction process is effective.  
 
Some key considerations to bear in mind are that;  
 
 Induction is an organisational requirement and all new employees should have a thorough and 
appropriate induction. 
 Language, level of literacy or ability should not be a barrier to a good induction and where necessary 
viable and suitable alternatives should be offered.  
 Induction should be linked to the on-going processes of 1:1 meetings, performance management and 
learning and development 
 
This checklist is designed to give managers a structure for planning and preparing the induction on new 
staff and can be adapted as required.  
 
Note to new Staff  
 
The aim of the Induction process is to support you in settling down into your role and the wider 
organisation as quickly as possible. It is acknowledged that there is a great deal of information and a 
requirement that you understand your role as quickly and effectively as possible.  
 
The induction checklist is provided as a framework of key areas that need to be covered within your 
first month and beyond and should be used as a chart to measure your progress. You are required to 
work through this Induction checklist with the support of your line manager to:  
 
 Become familiar with the new working environment, policies and procedures.   
 Develop a clear understanding of your role and how it fit in with the team and the wider 
organisation  
 Get support through the anxieties and uncertainties that will arise while you are learning about your 
new job.   
 
 
Name: ……………………………………………………………………………… 
 
Job Title: …………………………………………………………………………… 
 
Supervisor: ……………………………………………………………………. 
 
 
 
 
 
Item 
 
 
Resources 
and budget 
implications 
Completed 
 
(Y / N) 
Further action 
(Y / N) 
If yes, list on 
separate sheet 
Pre start – checklist for managers to help prepare for 
new starters 
 
   
Workstation assigned    
Advise Reception of new starter    
Inform rest of team to remind them of new starter    
Arrange access to relevant database system i.e. HR, Finance.     
Make ICT and telephone arrangements     
Outlook Calendar started for new starter with key induction 
meetings arranged 
   
 
Day 1 
 
Getting Started – Initial meeting with Supervisor  
 
   
Final Statement of Terms and Conditions of Employment signed    
Agree working hours, breaks, etc       
Discuss local policies and procedures for  
 Code of Conduct 
 Whistle blowing  Policy 
 Security briefing (if appropriate) including   
      Sickness, absence reporting 
 Pay (advise for month 1 and when payday falls) 
 Health & Safety including Chronic Illness  
 Staff Council 
 telephone/email/internet use  
 Holiday requests 
 Expenses/petty cash 
 
   
Provide organogram of department/programme    
Geographical orientation of office (toilets, photocopier and code, 
tea points, notice boards, etc) 
   
Obtain Door entry card or other local security arrangements 
available 
   
Introduction to key people/contacts    
 
 
 
 
 
 
 
 
 
 
 
 
 
By Day 5  
 
Item 
 
 
Resources and 
budget 
implications 
Completed 
 
(Y / N) 
Further 
action 
(Y / N) 
If yes, list on 
separate 
sheet 
Be Familiar with ILRI intranet sites     
Understand our vision, mission and values. Have 
familiarised yourself with the ILRI 3Rs 
   
Understand core responsibilities / tasks as set out In 
Job description/ TOR 
   
Understand core objectives/tasks of  
 Team 
 Section/ Department 
 Organisation  
   
Employee to be informed of key International and 
local polices, including: 
 Travel Policy 
 Code of Conduct 
 Whistle blowing  
 Health & Safety  
 Fraud Policy etc 
   
Supervisor to support employee in understanding 
Performance Management 
 Explain system and answer questions  
 Provide any relevant interview feedback 
 Discuss and agree Key Result Areas and Learning 
& Development needs 
 Discuss and agree Induction with Learning & 
Development specialist- HR 
 Agree frequency of 1:1 meetings and set dates 
where possible 
 Follow local procedures for logging information 
about learning & development plans e.g. forward 
to HR Department  
   
Issue of equipment and resources e.g. business cards    
Outline any social opportunities    
 
 
 
By Day 10  
 
Learning at your desktop  
There is series information available on the Intranet and it is 
recommended that you work your way progressively through 
this within the first month including key policies & 
procedures and guidelines.  
http://ilrinet.ilri.cgiar.org/ 
Resources 
and budget 
implications 
Completed 
 
(Y / N) 
Further 
action 
 
(Y / N) 
If yes, list on 
separate 
sheet 
Understanding ILRI’s Strategy 
 
   
Understand ILRI’s objectives ,project and programme priority 
areas (CRPs) 
 
   
Understand ILRI’s Approaches to work i.e. effective research 
procedures.  
   
 
 
By Day 28 (end of first month) 
 
Follow up meeting with Line Manager Resources 
and budget 
implications 
Completed 
(Y / N) 
Further 
action 
(Y / N) 
Have read the ILRI CRP and Strategy had the opportunity to 
ask questions and discuss 
   
Have read full version of summarised policies available on 
ilrinet and issued in the induction pack 
 Code of Conduct 
 Travel Policy  
 HR policies 
 Fraud Policy 
 Health & Safety Policies and procedures 
 Security Procedures 
 Whistle blowing Policy 
 Finance policies 
 
   
 
 
 
 
 
 
 
 
 
 
 
 
 
FROM 28 days + 
 
Core Learning  
The core learning comprises of a range of workshops and training that is relevant to all ILRI staff in the 
Nairobi, Addis & Regions. It is recommended that staff attend/complete within the first 6 month of 
joining.  
 
Item 
 
Resources & budget   
implications 
Completed 
(Y / N) 
Further 
action 
(Y / N)  
 Group Induction Workshop     
Health & Safety Awareness     
Performance Management     
Other relevant training as is relevant to 
your role, including KRAs  
   
Complete Induction Feedback  form and 
return by email or hardcopy to HR – 
Learning   
   
 
 
